
Charge Card Reallocations for 
Fleet



Click on Core Financials then CC



Click on Reallocate Charge Card Cost



1.  Under Authorization Access Click on the Users Role
2.  Under Include Transactions with Status click on All
3. Under Charge Card Click on the Search feature next to the charge card number o



Click on the arrow next to Search Criteria



Under Last name enter in the vehicle license you are reallocating.  Do not use a 
Dash.  Then hit the green check mark.

Make sure the I is capitalized. 



It will bring a screen up to validate the charge card number before this screen.
Double click on the charge card number.  It will then bring you to this screen 
With the charge card number populated.  
Hit Execute.



Click on the line you want to reallocate.  Then press Reallocation History.



Highlight the line again and hit the Single Reallocation Button at the top unless
a charge is being moved to a benefitting activity where more than one charge
code will be used.  In this case, select MAS Reallocation.



This screen shows initially how the charge came into the system.
If you are only changing to a Maintenance order delete the 
Standing Work Order number and replace it with the new Work Order
Number.
Then hit save.

This will change the order the charge hits in the financial system.



If you are changing the charge from a standing work order to another charge code,
You will delete out the work order and hit enter.  This will open up all the fields.
Delete out all the information except the Bureau, and GL Account. 
Enter in the new Functional Area, Cost Center, Fund and WBS Element.
Hit Save.  
This will change the funding out of the WCF.  
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